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1.00INTRODUCTION
1.01 CAMERONCOUNTY
Cameron Countyods government al organi zation
State of Texas and by the State Statutes. State and federal govern its operations Law and
by actions of the Commissiones 6 Cour t .
The Commi ssioners6 Court consists of Four Ci
voters of a Commissionero6s Precinct, and the
the County. The Commissioners Court is the policy making Body df thaty.

County operations are conducted through departments each administered by an elected
official or appointed Department Head.

1.02 AUTHORITY

These policies are established by the Commi
replace all previously appred policies to the extent of any conflict. Amended, revised, or
new policies must be approved by the Commi ss

Any benefits herein offered to the employees are contingent upon available funds in each
County Depart ment 0 sal Gametog Eduntysopedating oudgeth e Gener

1.03 RESPONSIBILITY FOR IMPLEMENTATION OF PERSONNEROLICIES

Each Department Head, Elected or Appointed, is responsible for the administration of the
personnel policies within their department and may issue detailed deptatraperating
procedures to implement these adopted policies as long as they are consistent with these
policies.

1.04 PURPOSE

These policies set forth the primary rules governing employment with Cameron County.
The policies contained here inform employedstlte benefits and obligations of
employment with the county. They have been prepared and adopted in order to promote
consistent, equitable, and effective practices which will result in high quality public service
by both employees and supervisors.

Receip of the Personnel Policies Handbook by the employee does not constitute any type of employment
agreement or contract with the County. Cameron County is-&¥ilAemployer.All employees of

Cameron County that are not covered by Civil Service are employedt-Will. This means

that either the employee or the County is free to end the employment relationship at any

time, for any reason, with or without cause and with or without notice.

Approved by Commi ssionersod Court: March 30,

1.05 APPLICABILITY OF PERSONNEL POLICIES

REVISED 09/06/202: 1



The personnel policies apply equally to all employees and officials of the County unless a
class of employees is specifically exempted. In cases where federal law or regulation
supersedefocal policy for specific groups of employees, suatvs or regulations will
substitute for these personnel policies only insofar as necessary to comply. Elected officials
are personally exempt from the personnel policies but must abide by the personnel policies
in the administration of their Departments.

1.06 DISSEMINATION OF PERSONNEIPOLICIES

The Human Resources Department shall maintain complete sets of the Personnel Policies
with all revisions for reference purposes. The Human Resources Department or a designee
shall provide each employee with a copy oféhgployee Handbook and information about

any revisions, and shall provide each department head with a copy of the Personnel Policies
Manual.

Each department head, elected or appointed, and each employee shall acknowledge receipt
in writing of a copy of tke Personnel Policies Manual or Handbook.

1.07 KNOWLEDGE OF THE RULES

All employees of Cameron County, regardless of classification, shall have knowledge of all
applicable County policies, regulations and standards of performance, behavior, and conduct.
Employeesshallbecome familiar and correctly apply all policy changes at all points during the
empl oyeebs t enur e Knewldadde ofGhe policies regul@tmns,rstandards of
performance, behavior and conduct shall be imputed as to all employees.

Approved by Commi ssionerso6 Court: October 13
1.08 COMMUNICATION
Employees are encouraged to make constructive suggestions for improvements in these

policies or in work procedures or conditions to their immediate supervisors or department
heads.

REVISED 09/06/202: 2



2.00EMPLOYEERESPONSIBILITIES
201 GENERAL

Cameron County is a public tasupported organization. Exceptions include the Cameron
County Park System and the International Bridge Department, which are operated as
enterprise funds, and are ssifstaining departments. CamerCounty employees must
adhere to high standards of public service that emphasizes professionalism, courtesy, and
avoidance of even the appearance of illegal or unethical conduct. Empogeagected

to carry out efficiently the work items assignedtlasir responsibility to maintain good

moral conduct, and to do their part in maintaining good relationships with the public, with
other governmental employees and officials, with their supervisors, and with fellow
employees.

2.02 TIMELINESS

Employees are todopunctual in maintaining work hours, keeping appointments and
meeting schedules for completion of work.

2.03 OUTSIDEEMPLOYMENT
An employee wishing to engage in outside employment must request approval to do so
from his or her Department Head. The Departméead may deny the request if it is
determined that the outside employment would:
1  be inconsistent or incompatible with employment with the Couwnty,
1 Adverselyaf f ect t he perflormdncey eeds | ob
2.04 CONFLICT OFINTEREST
An employee mawot:
1  solicit, acept, or agree to accept a financial benefit, directly or indirectly, other
than from the County, that might reasonably tend to influence his or her
performance of duties for the county, or that he or she knows or should know is

offered with intenttoinfle n c e t h e periorméncey e e 6 s

1  accept employment or compensation that might reasonably induce him or her to
disclose confidential information acquired in the performance aodjies;

1  accept outside employment or compensation that might reasonatblypten
impair independence of judgment in performance of duties faZ dlaty.

REVISED 09/06/202: 3



1 make any personal investment that might reasonably be expected to create a
Ssubstanti al conflict between the empl oyeé
County;or

1  Solicit, acept, or agree to accept a financial bernkefim another person in
exchange for having performed duties as a County employee in favor of that
person.

2.05 POLITICAL ACTIVITY

Employees of Cameron County are encouraged to vote and to exercise other pesrogativ
of Citizenship consistent with state and federal law and these policies.

1 A county employee may not use his or her official authority or influence to interfere
with or affect the result of an election of nhomination for office. The wearing of
buttons ordisplay of other advertising on the employee during working hours is
prohibited when the employee is dealing with the public, and when in the course of
dealing with the public in unreasonably disrupts the smooth operation of the
department.

1 A county emplgee may not directly or indirectly coerce, attempt to coerce,
command, or advise a state or county official or employee to pay, lend, or contribute
anything of value to a party, committee, organization, agency or person for political
purpose.

ApprovedbyCo mmi ssi onerso6 Court: February 6, 2007
2.06 NATURAL DISASTERS ANDEMERGENCIES

Employees of Cameron County may be required to work during any natural disaster or
emergency. These emergencies may require separation from family members for extended
periods and &ch employee is encouraged to provide for his or her family accordingly.

Refusal to work during such emergencies may result in disciplinary action, up to and
including termination. This is a formal condition of employment with Cameron County.

The determinon to which positions or natural disaster and the designation of personnel

who shall be required to work during such emergencies shall be made by each department
heads and is incorporated in EBameron County?éo

2.07 USE AND CARE OF ©OUNTY PROPERTY ANDEQUIPMENT

1 The County Vehicle Use Policy was established and approved Ratheron
County Commi ssionersd Court on April 29,
County personnel and enforced by all elected officials and departteehs.

1 County employees are responsible for the proper care, custody and maintenance

of Cameron County vehicles, safety gear, all equipment, including specialized law
enforcement equipment, communications equipment, furnishingsxsunes,

REVISED 09/06/202: 4



uniforms, electrom hardware and software systems and other property issued to
the employee for permanent or temporary use. Each County employee shall
report any damage, loss or unserviceable condition of such County progesty to
or her immediatsupervisor.

1 Stewardshipf County property is required of all County personnel. No County
employee shall convert County property to unofficial or personal use or willfully
abuse such County property. All such issued County property must be réturned
the issuing departmentuppbnh e depart ment 6s request or u
resignation, termination or other separat
the County. Payroll deduction for the full usual replacement cost shall be made
for the failure of any County employee to ret@ounty issued property in
accordance with this policy and state and federal law. Each employee to receive
County property issued for use in County employment shall sign a memorandum
indicating that this policy is understood and authorizing the payrdiiaten
upon failure to return County issued property in accordance withdhcy.

Approved by Commi ssionerso Court: February 1
2.08 USE OF PERSONAL VEHICLE TO CONDUCT COUNTY BUSINESS

Employees who are authorized to operate their personal vehiobemduct county
business must observe tisdowing.

1 Must show proof of current liabilitypnsurance.

1 The vehicle must have current registration and inspection. A copy of insurance
veri fication must be pffitevi ded to the coun

1 Employeemust possess a clean driving record as per county liability insurance
check.

2.09 MOBILE DEVICE POLICY

Cameron County retains the right to monitor employees for excessive or inappropriate use of
employee owned mobile devices, including cell phones. éfemp | oyeeds mobil e
causes decline in productivity or interferes with County operations the employee may be
forbiddenfrom using their mobile devices during working hours.

Employees are allowed to use a mobile device for the following:

Textmessaging should be kept to waetated purposes (contact a supervisor, etc.)
Browse the internet during namorking time (lunch or approved break, etc.)

Use the phone to take pictures for woekated purposes (safety concerns, etc.)
Keep the phone onliate mode so as not to interrupt others in the same space

9 Outbound phone calls should be for emergencies only or-medaiked purposes

= =4 A A

REVISED 09/06/202: 5



T

Keep the answering of phone calls to emergencies only

In no case should employees be allowed to use their personad¢ mebice during working hours
for the following reasons:

il
1

il
il

Engage in social media, watch or view media or movies

Use the device at any time while operating a County vehwehinery or safety sensitive
equipment or tools

Use the devices camera or micropk to record audio or video

Use the device to send confidential or wptice derived information to unauthorized
persons

Employees with Countissued mobile devices should keep the use of the device strictly for work
purposes. Personal text messagesphiashe calls should not be made on the Coisgyed

mobile device. The Countigsued mobile device should not be used to download applications
(apps) for personal use.

Employees that violate this policy may be subject to discipline up to and includimgaé&on of
employment.

Approved by Commi ssionersdé6 Court: October

REVISED 09/06/202: 6
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3.00 EMPLOYMENT STANDADRS ANDPRACTICES
3.01 EQUAL EMPLOYMENT OPPORTUNITY

Cameron County is committed to provide equal employment opportunity without regard to

race, color, religionrn at i on al origin, sex, age, handi cap
state and feder al | aws. The Coundtela@ds commi |
decisions and terms and conditions of employment.

3.02 SEXUAL HARASSMENT

Cameron County strictly prohilsitany conduct, which constitutes sexual harassment.
Sexual harassment is defined as unwelcome sexual advances, request for sexual favors,
and any other conduct of a sexual nature (including sexually explicit language, jokes, etc.)
when:

1. The employee mussubmit to the offensive conduct as an explicit or implicit
condition ofemployment.

2. The employee rejects advances and risks losing a job, promotion, privileges, or
benefits; whereas, the employee who submits gains favorsdaadtages.

3. The e mpl boperéoenénse ig imterfered with as a result of the offensive
behavior, or the work atmosphere becomes hostilgtiaridating.

It is the responsibility of Cameron County Management staff to create an atmosphere free
of sexual harassment. It is the resqbility of each employee to respect the rights of fellow
employees. For purposes of interpretation and application of this policy, the following
forms of sexual harassment are set forth:

1. overt physical: the employee is subjected to actual touching ectainable
conduct.

2. overt nonphysical: the employee is approached with the suggestion of sexual
relations, along with stated or suggested adverse job consequences that would result
from rejection of theadvances.

3. subtle: the employee is approached im@e subtle manner, with the suggestion
that Afriendlyo empl oyeealvamcentent.t have mor e

An employee who believes he or she is a victim of sexual harassment on the job should
immediately report the matter to his or her immediateesugor or to the Human
Resources Administrator. The choice of whom to report the harassnkee mp | oy e e 6 s
alone to make. Any employee found to be sexually harassing another employee or applicant
for employment shall be dealt with under the disciplrmolicies and procedures contained

in thismanual.

REVISED 09/06/202: 7



3.03 PHYSICAL STANDARDS

Cameron County is committed to equal employment opportunity and will reasonably
accommodate job applicants and employees with disabilities. All Cameron County
employees are expected be able to perform their job duties as required by their job
description.

Employees whose positions pose some special risk of injury or public safety risk are
required to have a posffer physical examination. This requirement will be specified in

theempl oyeebds job description. E xatlmpgedte s o f t h
the following positions: deputy sheriff, park ranger, heavy equipment operators, and
positions with lifting or drivingequirements.

The postoffer physical examinatien wi | | be conducted by a phy
choice and at the Countyds expense.

3.04 DRESS CODE

A dress code may be implemented by department directors/heads for professional
standards (uniform, coat, tie, etc.) as required.

3.05 EMPLOYMENT OFRELATIVES

Nepotism is the showing of favoritism toward a relative. The practice of nepotism in hiring
personnel or awarding contracts is forbidden by the County. No person may be hired who

is related within the second degree by affinity (marriage or within the teigidee by
consanguinity (blood) to any member of the
who appoints him or her to the position, or to any employee who would directly supervise

his or her job performance. Prohibited degrees of relationship anedéfi the following

Figures 1 and 2.

In the event that two current county employees become related in a manner prohibited by
this section, the two parties will be given a reasonable time for one or the other to secure
another position, either within th€ounty in another department, or outside County
government. For purposes of this policy, a reasonable time will not normally exceed two
months.If the two parties cannot decide which of them will forfeit his or her job, the party
with the least seniority iV be terminated.

REVISED 09/06/202: 8



NEPOTISM
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NEPOTISM
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3.06 WHISTLEBLOWERPOLICY

The Texas Whistleblower Act protects public employees who make good faith reports of
violations of law by Cameron County or its officials, employees, or agents to an appropriate
law enforcement authority. CameroGounty may not suspend or terminate the
employment of, or take other adverse personnel action against a Cameron County
employee who makes a report under the Act.

Approved by Commi ssioners6é Court: June 24,

REVISED 09/06/202: 10



3.07 GARRITY WARNING

Each employee is expecterlabide by County policies and to cooperate fully in any welkted
investigation. In certain instances, an employee may be asked to take part in an administrative
investigation and sign a Garrity Warning.

The Garrity Warning advises the employed #ray answers and information derived during the
investigation may be used against the employee in administrative proceedings, including any Civil
Service hearings. The Garrity Warning also advises the employee that amgselinating

information thathe employee may disclose will not be used against the employee in a criminal
prosecution.

The duty for County employees to cooperate and answer questions fully and truthfully is set forth
in Garrity v. New Jersey, 385 U.S. 493 (1967). If an employfeises to answer the questions
asked, this in and of itself shall be considered a violation of Cameron County Policy, and the
employee will be subject to disciplinary penalties up to and including possible termination.

Approved by Commi saberd3n2020s 6 Court: Oct

REVISED 09/06/202: 11



4.00 RECRUITMENT AND SELECTION
401 GENERALPOLICY

Each department head, elected or appointed, is responsible for the selection and tenure of

his or her employees within budget and numer
Personnel budgetand authorized numbers of positions are established by the county
budget and salary schedules and amendments t
Court.

4.02 VACANCIES

Employee vacancies in county departments are filled on the basis of merit, whether by
promotion from within or by initial appointment. Selections of the persons best matched to
fill the vacancies are made only on the basis of occupational qualifications and job related
factors such as skill, knowledge, education, experience, and abigyftrm the specific

job.

4.03 QUALIFICATIONS

Cameron County maintains a job description, which establishes for each staff position the
required knowledge, skills, and abilities and the acceptable levels of experience and
training for the position. The job edcription sets forth the minimum acceptable
gualifications to fill theposition.

Cameron County will make a reasonable effort to accommodate job applicants and
employees who hawdisabilities.

404 METHODS OF RECRUITMENT ANDSELECTION
Cameron County has foumethods of recruiting and selecting persons to fill vacancies.
Regardless the method selected, all vacancies must be advertised with the Department
of Human Resources, unless otherwise stated by County policjhe fourth methods
are as follows:

1. promotian fromwithin;

2. lateral transfer fromvithin;

3. public announcementsand competitive consideration of applications for
employmentand

4. selection from a valid current eligibilitist.

Each department head determines the method of selection to be ubied ia ¥acancy.

REVISED 09/06/202: 12



Approved by Commi ssioners6 Court: October 13
4.05 PUBLIC ANNOUNCEMENTS

Cameron County is an AAT WILLO equal empl oy
announcements of position openings with the County are disseminated by the Human
Resources Administrator and the respective department head, in the manner most
appropriate to the particular position being held. Each job posting shall be posted for a
minimum offive (5)wor ki ng days. Further, the idAguditor 0-s
prior entry of the individual into the payroll system.

Commi ssioner s
Commi ssioner s

Approved
Approved

Court : March 11
19,

Court: Mar ch

o O

by
by
4.06 APPLICATION FOREMPLOYMENT

Each applicant for county employment must submit a written appliicatial other
pertinent information regarding training and experience. The department head shall make
appropriate inquiries to verify experience, character, and suitability of any applicant.

4.07 CONSIDERATION OF CURRENEMPLOYEES

Employees of the County wildnotified by the Human Resources Administrator of known
vacancies in the organization for which applications will be accepted. Employees will be
permitted to apply for positions for which they believe themselves to be qualified.

4.08 DISQUALIFICATION

An appicant is disqualified from employment by the County if he or she does not meet the
minimum qualifications for performance of the duties of the position involved; knowingly
has made a false statement on the application form; has committed fraud during the
selection process; or is not legally permitted to hold the position.

An employee may be terminated if it is later discovered that he or she knowingly falsified
information on the application forrar has lost or failed to keep current required
occupational licenses/certifications which are required to perform the essential
functions of the job.

Approved by Commi ssionerso6 Court: July 10, 2
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4.09 REHIRING A RETIRED EMPLOYEE

Prior to hiring a former employee who has retired from Cameron County,

Commi s s i ourteapmodal v@ll be required if the former employee and

appointing authority and/or hiring manager will attest that no agreement was made

prior to the former employeeds separation tl
he/she gained access to their rieement account. Once proper documentation is

received, the Department of Human Resources will place the item on the agenda for

Court approval. A former employee must be separated from the County for ninety

(90) days before being considered for rehire.

A

Approved by Commi ssionersé6 Court: February 2:
Approved by Commissioners6 Court: July 10, 2
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5.00TYPES OFEMPLOYMENT
5.01 REGULAR FULL TIME EMPLOYEE

A regular fulltime employee is employed to hold an authorized position that involves, on
the average, atéaest forty (40) hours per week.

There is no tenure or permanent lifetime employment or appointment for Cameron County
employees. All employees are subject to periodic performance review and evaluation at
least once a year in accordance with the Persorulieid3.

5.02 PART-TIME EMPLOYEE

A regular partime employee is employed to hold an authorized position that involves,
on the average, 29 hours or fewer per week.

Part time employees are not allowed to and cannot be required to work more than 29 hours
per week. Department heads may determine the number of hours worked by an employee,
other than part time employees, for the compensation to be received subject to laws

governing working hours and subiject to the provisions of the County budget and approved

salay schedules.

A department head manot approve or allow overtime or compensatory time for a part
time employee.

Approved by Commi ssionersd6 Court: September
5.03 TEMPORARYEMPLOYEE

A temporary employee is an employee hired to complete a specifgcipvwathin a
specified period of time. Temporary employees may be either full time dimpart

A department head mayt approve or allow for temporary employees to work overtime
and/or accrue compensatory time. Temporary employees cannot work nmi2 @hdays
in a 12 month period.

Approved by Commi ssionersod Court: September
5.04 SEASONAL EMPLOYEE

A seasonal employee is hired into a position where the routine annual employment is

six months or less. Seasonal employees may either be full timepairt time. Seasonal

elections employees may have a period of employment in excess of six months

depending on election cycles and primary and/or rusoff voting but not to exceed
eight months.

REVISED 09/06/202: 15



A department head may approve or allow for a seasonal emplogeo work

overtime. Seasonal employees are not entitled to receive benefigasonal

employees cannot work more than six months in a calendar yeaxcept seasonal
elections employees as detailed abawositions designated as seasonal should begin
work approximately the same time each calendar year.

Approved by Commi ssioners
Approved by Commi ssioner s

Court: February 2
Court: September

o O

EVALUATION PERIOD

In order to become a regular employee, each employee must complete an evaluation per
of six months following initial employment or reemployment in a regular budgeted
position. The evaluation period may be extended by the Department Head for a period of
up to an additional six months.

The Department head may immediately terminate apl@me atany timeduring the
evaluation period. After completing the evaluation period, the employee vsilllject to
periodic performance evaluations at least ongeaat.

Cameron County is AAT WILLO employewr and th
employment or appointment.

5.05 ASSIGNEDSTAFF
Staff who are assigned to the County for supervision but who are directly paid by another
government or private organization are not County employees. Benefits are as specified in

t he 1 ndi vi dwseMicéssAsaamlition af their agsignment, they are governed
by all terms of these policies not in conflict with their contracs@wices.

REVISED 09/06/202: 16



6.00 ELECTRONIC PAYROLLPOLICY

6.01 DIRECTDEPOSIT

Cameron County requires that all employees pay must be depeisittrdnically (Direct
Deposit) into their bank account in the financial institution of their choice in accordance
to Federal Requirements.

All employees must be enrolled into the electronic (Direct Deposit) system by December
1, 2010. Those employees eddng paper warrants (paychecks) shall be required to

enroll for direct deposit by completing the appropriate enrollment forms. This includes
temporary employees.

6.02 NEW HIRES ANDRE-HIRES

All new hires and rdnires must enroll in the electronic payrolli{€ct Deposit) in the
bank/financial institution of their choice within 30 days of enroliment or will not be paid
until the bank information is received by Payroll Department/Human Resources.

6.03 ENROLLMENT FORMS/CHANGE OF BANK FORMS

Direct Deposit forms aravailable in the Payroll Department/Human Resources.
Departments will advise all new enrollees that as a condition for employment along with
standard required document, they must select a bank/financial institution of their choice.

Employees are encourdjto contact the financial institution directly to confirm the
deposit to their account. Although financial institutions normally make deposited pay
available no later than payday, each financial institution has its own policy. Each
employee is responsifor verifying the deposit has been made prior to expending the
funds. Cameron County will not be responsible for any fees incurred by you from your
financial institution.

6.04 ACCOUNTCHANGES

It is the responsibility of each employee to notify the Camemm€ Payroll

Department of any changes to their banking information. Changes not received in a
timely manner will result in a paper check after confirmation of returned electronic funds
by the Payroll Department. This may take three to five businessemytng in a

delayed payroll check. Employees will be allowed no more than three (3) financial
institution changes per year.

Approved by Commi ssionersodo Court: August
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7.00 WORK SCHEDULE AND TIMEREPORTING

7.01 ADMINISTRATIVE WORKWEEK

The normal work chedule for county employees is from 8:00 a.m. to 5:00 p.m., Monday
through Friday, with a one (1) one hour unpaid lunch period, for a total of forty (40) hours
per work period, excludingaw Enforcement Personnel. The normal work schedule for
Law Enforcenent Personnel shall be determined in accordance with designated schedules
totaling 171 hours per 28ayperiod.

Employees must report punctually for duty at their place of work; work their established
work schedule as determined by their Departntemiployees may be authorized to take

an unpaid meal break, which must be at least 30 minutes, but should not be more than
one hour. Employees must be completely relieved from duty during unpaid meal
breaks.

The employee is not relieved if he/she is required tperform any duties, whether

active or inactive, while eating. An employee who is required to remain at his/her duty
station while eating is working while eatin
eatingo.

Employees may be authorized to take two fifteen mute paid rest breaks, one in the
morning and one in the afternoon. Shoul d th
permit him/her to take a rest break, this time cannot be accumulated.

Department Heads or Supervisors have the right to set the times israndaest breaks
taken by employees in their Departments.

Approved by Commi ssionersd Court: March 3, 2
7.02 SCHEDULE ADJUSTMENTS BY DEPARTMENHEADS

Adjustments to the regular hours of operation may be made by a Department Head in order

to better servehe public or to meet requirements for continuous services related to the

protection of public health and safety.

Offices may remain open during the noon hour, and lunch periods may be staggered
according to the requirements of the office and the decisibthe Department Head.

7.03 OFFICIAL CLOSINGS OF COUNTYOFFICES
County offices may be closed at any time during the regular workweek only by order of
the Commi ssionersd Court or the County Judge

services for coumt officials. Work time lost by employees due to official closings of
County offices wil/ be charged to Aother tin

REVISED 09/06/202: 18



other type of leave, e.g., vacation, sick leave, etc., in which case that particular leave status
remains in effect.

7.04 NUMBER OF HOURS WORKED

Department heads may determine the number of hours worked by an employee for the
compensation to be received subject to laws governing working hours and subject to the
provisions of the County budget and approsatary schedules.

Unbudgeted overtime and compensatory time must be strictly limited and controlled by each
department head. Any failure to properly monitor and control employee time within budgetary
constraints will be viewed with disfavor in the saftiof future budgetd€=ach Department Head,
whether elected or appointed, is required to exercise sound and fiscally responsible management i
connection with the number of hours worked
competent and carefdischarge of their official duties.

Approved by CommiSememlzen0é,”2% Cour t :
7.05 TIME REPORTING

All employees classified as n@axempt under the Fair Labor Standards Act (FLSA) shall

clock in wusing the count yomploywastclassified asd t i me
exempt under FLSA are not required to do so. However, an elected official or department

head may instruct employees classified as exempt under FLSA to clock in using the
countyobds automated ti me keespdtommnsaigndstnetm s o |
reduced.

Approved by Commi ssioners6 Court: November 2
7.06 OVERTIME AND COMPENSATORYTIME

General: Cameron County employees will receive compensatory time off for overtime hours
worked, but may receive cash overtime compensétimoney is available for this purpose in their
department budget. Overtime and compensatory time must only be allowed based on significant
departmental needs and not on a routine or regular basis. Department heads are required to k
fiscally responsibleand ensure department compliance with all County policies and FLSA
regulations by closely monitoring and controlling the use of overtime and compensatory time.
Overtime and compensatory hours must be app
Failure of the employee to secure written approval prior to working overtime will result in
disciplinary action, up to and including termination.

Approved by Commi ssi 06862026 Court: September

For the purpose of computing overtime, time away fromdhelpring the workweek, such
as vacation, holidays, illness, or approved absences, will not be included in a workweek.

Non-Law Enforcement Personnéllon-exemptEmployeescovered by the Fair Labor Standards
REVISED09/06/202: 19



Act will receive compensatory time off for tinveorked beyond the forty (40) hour workweek,
which runs from Friday to the following Thursday, but may receive castiime compensatiah

there is money in the department budget for this purpose, and the Department Head has approve
the cash paymenthe maximum accumulation of compensatory telewed by the County is one
hundred (100) hours, and it is accumulated at one and on H&lj (imes the overtime hours
worked. Department Heads shall require employees to use all comp time accumulatedthetween
100-hour County limit and 240LESA limit.

At the end of a pay period,nonexemptemployee shall be paid cash for all hours worked beyond
the 240 hours compensatory hours allowgdaw. Payment is calculated at one and one half (1 %)
regular hourlyrate.

Approved by Co mmiSepember0g 20220 Cour t :

Law enforcemenhon-exemptpersonnel will receive compensatory time for time worked beyond
the eightysix hours (86) per fourteen (14) day pay period, but may receive mastime
compensatin if there is money in the department budget, and the Department Head has approved
the cash paymenthe maximum accumulation of compensatory time allowed by the County is two
hundred (200) hours, and it is accumulated at one and one half (1 ¥2) tinmseittime hours
worked. Department Heads shall require employees to use all comp time accumulated between th
200-hour County limit and 480LESA limit.

At the end of a pay period, a nerempt law enforcement employee shall be paid cash for all hours
worked beyond the 480 compensatory hours allowed by law. Payment for overtime is calculated at
onehalf (1 %2) the regular hourly rate.

No employee will be allowed to exceed the maximum allowed accumulation of compensatory time.
Department heads are required ¢losely monitor and control the accumulation and use of
compensatory time.

Approved by Co mmiSeptember0g 2022 Cour t :

Department heads may require employees to use any part of the compensatory time balance fo
budgetary reasons includirtg avoid paying overtime and to comply with FLSA obligations.
Department Heads may make reasonable attempts to accommodate scheduling of compensatotr
time off as may be requested by employees but have the authority to require time to be taken off a:
determned by the Department Head to serve the needs of the department or@djieatment

heads shall require employees to take comp time off from work to prevent the accumulation of over
100 hours of compensatory time for Aamw enforcement and over 200 mswf compensatory time

for law enforcement personnel.

Non-exempt employees who do not work a fulld@ur week shall first have their compensatory
time balance reduced by the ranrked hours to limit compensatory time accruals. Department
headsmaynatequi re an empl oyeebds use of compensat

The commissioners court during the annual budget cycle will review each department's
REVISED09/06/202: 20



compensatory time accruals, and the cash payments of overtime hours over the applicable
compensatgrtime allowed by law.

The Commissioners Court, acting within their legislative and budgetary authority as proscribed by
law, reserves the right to call upon Department Heads that failed to exercise sound and fiscally
responsible management in connectiwith the number of hours worked and scheduling of
empl oyeesd time, as part of the competent ar
appear at duly posted and noticed Commissioners Court meetings to address performance of thes
fiscal ard budgetary duties.

Approved by CommiSepember0& 2022 Cour t :

Exception: A county law enforcement official who has completed their shift work and
are detailed to perform duties pursuant to, and authorized by, specific state or federal
grant(s), interlocal agreements(s), or memorandums of understanding (hereinafter
collectively referred to as noncounty source) may be compensated from/by the nen
county source at one and ondalf their regular hourly wage (overtime) for hours
worked under the gant, interlocal agreement, or memorandum of understanding
where permitted by the norrcounty source.

Approved

Commi ssionerso6 Court: Apr
Approved o Jul

by [

by Commi ssioner s Court: y 31, 2
Transfer Employee#in employee who is transferred frane department will be allowed

to transfer his or her compensatory time if the new Department head is in agreement, or

will be permitted to use all accumulated compensatory time prior to the transfer.
7.07 ON-CALL WORK
Employees of Cameron County may be regghito perform work on an ecall basis.

On-call work is defined when an employee is called upon by their department head or supervisor
to perform a task(s) outside of their normal work schedule. Employees who are expected to be on
call shall be notifieaf any conditions and expectations prior to being considered available-for on
call work.

Conditions and expectations may require the employee to stay within certain reasonable
geographical boundaries, communicate or respond within a certain amourg,adrtirafrain from
certain activities including the consumption of alcohol. However, whileatihemployees shall

be permitted to leave their customary work place and use their personal time effectively keeping
in mind any conditions or expectations Bgtthe department head or supervisor.

Only employees classified as rerempt under the Fair Labor Standards Act are eligible for on

call compensation.Goal | compensation will be calcul at ¢
with a one hour minimum faespondag to oncall work. Time spent by an employee-oall

shallbe rounded up to the next hour as approved by the department head.

A department head may change the work schedule of an employee who performed work-on an on
REVISED09/06/202: 21



call basis so no overtime oompensatory time is accrued for the pay period. Refusal by an
employee to perform work after he or she is placedadhis grounds for disciplinary action, up to
and including termination. This is a formal condition of employment with Cameron County.

The determination to which positions or personnel who shall be required to wosll shall be
made by each department head or supervisor.

Approved by Commi ssionersd Court: October 13
7.08 SAFE HARBORPOLICY

All hours must be accurately recordedbyh e empl oyee using the Cou
The timerecorded must accurately reflect all regular and overtime hours worked, any absences,
early or late arrivals, early or late departures and meal breaks. At the end of each week, the employe
shoutl submit their actual work time for verification and approval. When you receive each pay
check, please verify immediately that you were paid correctly for all regular and overtime hours
worked each workweek.

Review Your Pay Stub

We make every effort tensure our employees are paid correctly. Occasiqradlyever
inadvertent mistakes can happen. When mistakes do happen and are called to our attention,
we will promptly make any correction that is necessary. Pleasew yourpay stub when

you receivetito make sure it is correct. If you believe a mistake has occurred or if you
have any questions, please use the reporting procedure obtioed

Non-exempt employees

Employees eligible for overtime pay or comp time must maintain a record of thiedotal

worked each day. These hours must be accurately recorded by the employee using the
Countyds timekeeping system. The time recor
overtime hours worked, any absences, early or late arrivals, early or lateucepand

meal breaks. At the end of each week, the employee should submit their actual work time

for verification and approval. When you receive each pay check, please verify immediately

that you were paid correctly for all regular and overtime hoursedoglach workweek.

Exempt employees

If you are classified as an exempt salaried employee, you will receive a salary which is
intended to compensate you for all hours that you may work for the County. This salary
will be established at the time of hire when you become classified as an exempt
employee. While the salary may be subjeateviewand modification from timéo time

such as during salary review times, the salary will be a predetermined amount that will not
be subject to deductions for vara@its in the quantity or quality of the work performed.

You will receive your full salary for any workweek in which work is performed. However,
under federal law, your salary is subject to certain deductions. For Example, absent

contrary state law requiremts, your salary can be reduced for the following reasons in a
REVISED09/06/202: 22



workweek which work was performed:

1 Full day absences for personal reasons, such as vacation or pdeg@nal

1 Full day absences for sickness or disability which may be charged to asiciued
time

1 Full day disciplinary suspensions for major safety violatiorsgificant

infractions of important written workplace condugtes

Full or partial day Family and Medical Leaabsences

The first or last week of employment in the event you worktless a fullweek

Any full work week in which an employee does not performwaagk

The empl oyeebdbs portion @emdmal th, dent al

Social Security, state, federal or lotakes

Pension plan or contributions to voluntary retirement plan

= =4 -4 -8 A8 -9

The following deductions are not allowed for Exemmiployees:

1 Partial day absences for personal reasons, sickndgsability
1 Your absence because the facility is closed on a scheduledlagprk
1 Any other deduction prohibited by state or fed&al

Please note: You will be required to use accrued vacation, personal or otheofqraid

time off for full or partial day absences for personal reasons, sickness or disability.
However, your salary will not be reduced for partial day absences if you doanet
accrued timeff.

Reporting Violations of this Policy, Communicating Concerns and Obtaining More
Information

It is a violation of County policy for any employee to falsify a time card or sheet or to alter
another empl oyeeds sdrioumeolatioe af €County policytforang al s o
employee or member of management to instruct another employee to incorréatglgr

report hours worked or al t er-or-avaeroepdantbaurs e mpl oy e
worked. If any member of managementan employee instructs you to (1) incorrectly or
falselyundemrr-over report your hours worked, (2) al:
to inaccurately or falsely report t hat e my
falsification of a time recordroto violate this policy, do not do so. Instead, report it
immediately to the Human Resourd@spartment.

Employees working overtime or earning compensatory time without written approval will be
subject to disciplinary actiomp to and including terminatin. Do not start work early, finish work

late, work during a meal break or perform any other extra or overtime work unless you are
authorized to do so and that time is recorded on your time records. Employees are prohibited from
per for mi Alpclamkyo Awwd-ike.l ofickfof wor k means wor k yoc
to report on your time recorddny employee who fails to report or inaccurately reports any hours
worked will be subject to disciplinary action, up to and including termination.

REVISED 09/06/202: 23



If you have any questions about deduction from your pay, please contact the Payroll
Department immediately. If you believe your wages have been subject to any improper
deductions or your pay does not accurately reflect all hours worked, you should report your
concerns to a supervisor immediately.

Every report will be fully investigated and corrective action will be taken, up to and
including discharge of any employee (s) who violates this policy.

In addition, the County will not allow any form of retaliatiagainst individuals who report

all eged violations of this policy or who co
reports. ARetaliation is unacceptableo. Any
will result in disciplinary action, up to drincluding discharge.

Approved by CommiSepember0& 20225 Cour t :

7.09 OVERTIME AND COMPENSATORY TIME FOR EXEMPT
EMPLOYEES DURING COUNTY DISASTERS

Exempt nonlaw enforcement employees shall be compensated for hours worked,
during a declared disaste, in excess of 40 hours within a 40 houwork-period (see
paragraph 7.06.

Exempt law enforcement employees (deputies and jailers) shall be compensated for
hours worked, during a declared disaster, in excess eighty six (86)hours within a
14 day work period (see paragraph 7.0%

ADecl ared disastero in this paragraph means
county judge under the authority of Cameron County, Office of Emergency
Management , Annex U, (Paragraph VvV, 2). AEx en
coverage.

Approved by Commi ssionersd Court: September
Approved by Commi ssionersdé6 Court: September
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8.00 EMPLOYEE COMPENSATION ANDADVANCEMENT
8.01 PAY PERIOD
Cameron County will pay its salaries, ftiline and partime employees every fourteen

(14) days on Friday. In the event that a payday falls on a County Holiday, checks are
distributed on the previous workimigy.

Approved by Commi ssioners6 Court: October 28

8.02 PAYROLL DEDUCTIONS

Deductions wil|l be made fromg each employeeds

i Federal Incom&axes;
1 SocialSecurity;

M1 Medicare;and

T Empl oyeeds contribution t oSysteme County and

I n accordance with policies and gener al proc

Court, deducti ons fyrbeauthaized by thpodmplgyeedod:s pay ma

1 DeferredCompensation;

1 Group Health/Medical Insurance for dependents;

1 Credit Union Deposits;

1 United Way Contributionspr

1 Suppl ement al policies asCautt horized by t
8.03 PAY PLAN
Each yearthe Comi ssi oners6 Court, under statutory
number of regular and temporary positions allowed to each department and the salary range
of each. Requests for additional positions or changes in position salary not granted at
budgettme must be submitted to and approved by
8.04 PROMOTIONS
Promotions are changes in the duty assignment of an employee from a position in one

classification to a position in another classification in a higher pay group. A promotion

REVISED 09/06/202: 25
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recognized advancement to a higher position requiring higher qualifications and involving
greatemresponsibility.

A promoted employee will receive a salary increase.

Promotions are approved by the department head within the staffing pattern and budget
imts approved by the Commi ssionersoé Court.

Upon promotion, an employee is in evaluation period in the new position for a period of
six months from the date of the written approval of the promotion, unless extended by the
department head for an additionatipd of up to six months.

8.05 LATERAL TRANSFERS

Lateral transfers are movements of an employee between positions in the same pay group.
Lateral transfers may be made within the same department or among other departments of
the County with the approval of tiepartmenteads.

8.06 DEMOTIONS
A demotion is a change of duty assignment of an employee from position in one
classification in a lower pay group. Demotions may be made for the purpose of voluntary
assumption of a less responsible performance in a higlstigno or as a result of
elimination of the higher positions.
8.07 APPROVING AUTHORITY
The Department Head is the final authority for all departmental payrolls and for any pay
increases, decreases, or payroll transfers granted under the terms of thesg polibe
annual budget and salary schedules.
8.08 PRIOR SERVICE WITH COUNTY
New hires with prior service with Cameron County may be considered for appointment
above customary entry leuwestoration of sick leaveand allowed to retain years of service
if:

1. Rehire is same or similgosition.

2. Slot being filled is at required pdgvel.

3. Was laidoff or separated due to reduction in work force and/or separated in good
standing with previoudepartment.

4. The break in service with the county must be wiBndaysand retirement funds
notwithdrawn.
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5. All adjustments must be executed at time of rehire and authorized by the Elected
Official or DepartmentHead.

6. Effective date of policys April 11, 2006concurrent with fiscal year as of October
1, notretroactive.

Note: A previous hire returning to work with the County may buy back peosaaiits in
accordance with retirement system rules. (Texas County and District Retirement System
handbook or Human Resources/Safety Risk Department fordetass.)

Approvedby Commi ssi onersé6 Court: January 12, 20
8.09 CALCULATION OF TERMINATION PAY

Upon termination from County employment, employees who have completed the initradisik
evaluatiorperiod will be paid for earned and unused vacation leave up to the lifmgiofrtaximum
allowable accumulation based upon length of employn&eparated employees will be paid all
earned and unused compensatory time at a rate not less than (1) average rate during the last 3 yes
of employment, or (2) final regular rate, whicleevs higher. Payment for vacation time and
compensatory time wil!/| be included in the en
following manner:

1 The total work time, allowable vacation leave time (as if worked), and
compensatory time wilbe laid out on the calendar. If the result covers a full pay
period or periods, the employee will be paid the full pay period(s) amount. If the
result requires payment for less than a full pay period, the employee will be paid a
prorated share of the fydlay for the period. Partial pays periods will be paid on an
hourly basis based on the number of work hours ilyé¢ae.

Approved by Commi ssioners6 Court: September
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9.00 SUMMARY OF EMPLOYEEBENEFITS
9.01 MEDICAL

Cameron County provides group health afedinsurance coverage for regular employees
who work more thaiwenty Nine (29) hours per weekPremiums for employees are paid

in full by the County. Group coverage will commence 1feof the month following a

thirty (30) day grace period after thatd of employment. An eligible employee may add
dependent coverage for his or her family members to any such plan at his or her expense.
This coverage will become effective in accordance with the group policy provisions. All
premiums for dependent coveradell be deducted and remitted to the insurance company
on a prepaidbasis.

HIPAA, Health Insurance Portability and Accountability Act of 1996, puts a limit on pre
existing condition exclusions-group health plans and gives new enrollees credit for pr

coverage. I n addition to these APortabil ity

use health status a reason for denying coverage, guarantees group coverage for employers
with 50 or fewer employees, and guarantees renew ability of group péaadis.

COBRA, Consolidated Omnibus Budget Reconciliation Act, we enacted to ensure that
employees and their dependents do not lose their health insurance when workers lose their
jobs. COBRA requires group health insurance policies to permit group nmerter
continue their insurance when they leave the group temporary and are intended as a stopgap
until insurance can be obtained from another source, such as a new employer. Under both
state and federal laws, continuation requires the insured to paylthesfulum (including

former employers share), but the insured does get the advantage of the cheaper rate.
(HIPAA and COBRA complement eaciher).

Approved by Commi ssionersd Court: January
9.02 SOCIALSECURITY

All employees of Cameron County are eoxd by Social Security. The County matches
each employeebds contribution to the Soci al

9.03 RETIREMENTPLAN

Cameron County participates in the Texas County and District Retirement System. The
County contributes an amount eqt t o seven percent of t he
retirement fund to match a sevepercent contribution that the employee makes.
Mandatory participation in the Retirement plan is required by state law for regular
employees who work more than nine hundr@@0) hours a year. Regular retirement
benefits and disability retirement benefits are available to retirement system members.

A terminated employee who has less than four (4) years of service with the County may
leave his or her deposits in the Systemaf@eriods of five (5) years from the date of last
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deposit, thus retaining membership and all related credited service on deposits at the end
of each year during the period. However, if at the end of the five (5) year period of inactivity
the inactive memér has not resumed participation with the system, membership will
terminate and all previously earned credited service will be forfeited. No further interest
will be earned onleposits.

A terminated employee who has earned at least four (4) years (bthdesten years) of
credited service may leave his or her deposits in the system of as long as desired; thereby
retaining membership and all related credited service as well as the right to receive interest
on the balance of deposits at the end of eaeh. yé¢owever, additional credited service

with the system or one of the other statewide systems must be earned to satisfy the length
of service requirement for servioetirement.

Withdrawal of deposits in the event of death. Every employee who beeoleasficiary

at the time of application for membership. The member should review the designation from

time to time and change the designation if necessary. levibig of thene mber 6 s deat h,
the beneficiary will r eceievestpravidédthermemben e me mb
was not eligible for deferred service retirement benefits, in which case the beneficiary may

receive a monthly income for a specific number of years, or for life. If the deceased member

was not eligible for deferred service retirent and had not designated a beneficiary, the
member 6s deposits and intereaestateeearni ngs ar e

9.04 WORK E RBDBPENSATION

All employees of Cameron County and its elected officials and appointed Department

Heads are covered undewao r k er 6 s compensation policy pur
County pays the premium for this insurance. The purpose of the insurance is to provide all
benefits (e.g., medi cal costs and | ost wage

Compensation Law tany County employee injured on the job who is protected by such
law.

9.05 UNEMPLOYMENT INSURANCE

All employees of the County are covered under the Texas Unemployment compensation
Insurance Program and the County pays this tax.

9.06 VACATION TIME

Cameron Countgmployees are eligible for vacation leave as set forth in Section 10.03.
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10.00 LEAVE AND HOLIDAYS
10.01 DEFINITIONS
Leave time is time during regular working hours in which an employee does not engage in
the performance of job duties. Leave time may be eithergraidpaid. Holidays are days
designated by the Commissionersod Court when
otherwise be regular businedsys.

10.02 APPROVAL OFLEAVE

All leave taken by County employees must be approved in writing by ttemp | oy ee & s
Department Head.

All Appointed Department Heads will notify the County Judges office prior to taking
annual or sick leave.

Approved by Commi ssionersdé6 Court: October 28
10.03 VACATION LEAVE

Regular fulltime employees earn vacation leave according to thewwlhschedule:

No. of Years VacationLeave
Employed PerYear
0 thru completiorof 5 10days
6 thru completiorof 15 15 days
15and over 20days

The amount of vacation leave to which a-tithe employee is entitled is calculated by
determining the numbef years of continuous, uninterrupted service with the County that
the employeehdsased on t he e mProviedé¢hatbadredkinseevicedoh t e
30 days or less shall be considefied ni nt errupt edo.

Approved by Commi ssi omnezd(sffective Oatober1,20208t ober 1 3

Temporary employees are not eligible for vacation leave. With the exception of first year
employees whose probationary period extends beyond the fiscal year of hire, employees
are required to use their full vacation allowa before the end of the fiscal year, or the
vacation time is lost.

Employees are not eligible to take vacation leave during the six (6) months probationary

period.

Upon completion of the six (6) month probationary period, a regulastifiudl employee

may take vacation leave in accordance with the table on the preceding page at any time
during the fiscal year, subject to the Depar
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An employee whose six (6) month probationary period extends beyond the fiscal year of
hire may take veation leave the subsequent fiscal year, prorated according to the number
of months worked in the fiscal year of hire. The vacation time for said previous fiscal year
must be taken within three months after the end of the probatipedog.

In the eventhat an employee is unable to take vacation leave prior to the end of the fiscal
year because the request for vacation leave is denied by the Department Head due to
scheduling problems or other needs of the Department, the employee is entitled to a grace
period during the first three (3) months of the next fiscal year. The vacation leave will be
reflected in the records for the previous fiscal year, and must be taken by the end of the
calendar year, i.e. December3A shift work employee who works in adepartment

that operates 24 hours a day, 7 days a week may be paid for unused vacation hours
accumulated during the preceding fiscal year, and only the preceding fiscal year, if

the employee is denied vacation by his or her supervisor between Octobértihrough
December 3%. Such paid vacation is subject to approval of the Commissioners Court.

The application to the Commi ssionersd Court
written documentation evidencing the denial of vacation leave and the reason ftbre

denial (written application for vacation, and written denial). The department head

must have funds in his or her budget to pay the unused vacation leave.

Approved by Commi ssioners6 Court: November 2

Employees who are transferred from one depant to another will be transferred with
accumulated vacation time, provided the new department is in agreement, or will be
permitted to take all vacation time prior to the transfer.

Vacation leave to be taken by an employee shall be in the amounts #rel tanes
approved by the Department Head. Department Heads shall schedule vacation leaves in the
manner least disruptive to the operations of the department. Seniority will be used as the
basis for resolving any conflict among vacation dates requestetnbloyees within a
department.

In the event that a regular employee leaves employment with the County and has taken all
vacation time prior to completing employment for that particular fiscal year, the County
reserves the right to deduct any unearnechtran leave salary from a final warrant
(paycheck) or to make claim for such unearned amount, but only after providing such
employee with notice and an opportunity toheeard.

10.04 SICK LEAVE

Regular employees are eligible for sick leave with pay not teezkten (10) days per year.

1. Personal illness or physical or mentaiapacity;
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2. lllness or physical or mental incapacity of member of the immediate

household;
3. Medical, dental, or optical examinations or treatmemts;
4. Medical quarantine resulting fronxgosure to a contagioudésease.

Medical Statement.The Department Head may request, and employees must provide, a
physiciands written verification of medical
time that sick leave benefits are requestedd period of more than three days. The
physiciands written statement should identi"
when the employee can be expected to work on difadl basis. The Department Head

may also require proof of illness in casehere the employee has compiled a poor
attendance record or has exhibited a pattern of absences.

Notification. To receive paid sick leave, an employee shall persocattymunicate with
his/her immediate supervisor, Department Head, no later than onaftenthat time set

for beginning work on a daily basis, except in cases where the employee is physically
unable tacommunicate.

Accrual of Sick Leave Regular fultime employees accrue sick leave benefithatrate
of 6.67 hours per monthbeginningat the date of employment, but not to exceed more
than ten (10) days pgear.

Accumulation of Sick Leave Sick leave not used during the year in which it accrues,
accumulated and is available for use in succeeding years. The maximum allowable
accumulatio of sick leave is sixty (6@Jays 480) hours.

Exhaustion of Sick Leave An employee who has exhausted earned sick leave benefits
may request a leave of absence without pay for a period not to exceed sixty (60) days.

No advance of unearned sick leavadfis will be made except in the case of absence due
tobonafideosthej ob i njuries that are covered by wor

Cancellation upon termination. Unused sick leave is cancelled upon termination of
employment without compensationttee employee.

Approved by Commi ssionersd Court: May 24, 20
10.05 MILITARY LEAVE

Regular employees of the County who are members of the State Military Forces or
Members of any of the Reserve Components of the Armed Forces of the United States are

entitled b leave of absence from their duties, without loss of time or efficiency rating or

vacation time or salary, on all days during which they are engaged in authorized training
or duty orderedby properauthority,for a periodnot to exceedfifteen (15) days
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in any one calendar year. Requests for approval for military leave must haveafdpees
relevant military orders attached. Military leave in excess of fifteen (15) days will be
charged to vacation leave or leave withpay.

Activation and deployment o active duty for undetermined time due to national
emergency are to be authorized and regulated as per USERRA 1992 and as amended
by changes approved by congress and signed by the president on Decembel004.

Regular employees of the County who emtetive duty with the State Military Forces or
with the Armed Forces of the United States is entitled to be restored to employment subject
to the provisions of the law upon honorable release from active duty.

Approved by Commi ssionédrso Court: March 22,
10.06 CITIZENSHIPLEAVE

Employees will be granted citizenship leave with pay for jury duty, for serving as a
subpoenaed witness in an official proceeding, and for the purpose of voting. Citizenship
leave cannot be used by an employee who is absent fronfavarkersonal case in which

he or she serves in a capacity as a party to the proceeding.

10.07 LEAVE OF ABSENCE FOR NONMEDICAL REASONS

Leave of absence for nanedical reasons is an approved absence from duty in-payon
status. Upon approval of the Depagtmh Head, an employee may be granted up to sixty
days unpaid leave of absence. Employees on leave of absence foedmal reasons
receive no compensation and accrue no benefits such as vacation or sick leave. However,
previously accrued benefits are existed or utilized during leave of absence unless
otherwise prohibited by the terms or provisions of the benefit programs. An unpaid leave
of absence for nemedical reasons can be extended beyond sixty days by action of the
Commi ssi oner s ohe @&wmployed haspworked nodessdthan 1250 hours in the
previous twelve months at time of request.

A leave of absence for nanedical reasons is appropriate for one or more of the following
reasons:

1. Educational purposes when successful completion wilrritwie to the work
of theCounty.

2. The undertaking of a public service assignment;

3. Attending to important personllisiness.
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10.08 FAMILY AND MEDICAL LEAVE (FMLA)

In accordance with the Family and Medical Leave Act (FMLA) of 1993, Cameron
County will grantjob-protected leave to eligible employees for up to twelve (12) weeks
during a twelve (12) month period.

FMLA leave may be granted for any one or more of the following reasons:

1. To care for a child foll owingfostaene chi |l doés
care with theemployee

2. To care for an immediate family member (spouse, child or parent) of the
employee if such immediate family member has a serious lueslttition;

3. The employeeds own serious heal ttdhh condi ti
perfam the functions of his/her positioog

4. The employee must attend to a qualifying exigency arising out of the fact that the
empl oyeebs spouse, child, or pnatiieent i s on

of an impending call or order to covered activeydn the Armed-orces.
COVERAGE AND ELIGIBILITY

To be eligible for family/medical leave an employee must have worked for the County
for 12 months and have worked for 1250 hours over the previous 12 month period.

SERVICE MEMBER FAMILY LEAVE

Eligible enployees who are the spouse, child, parent, or next of kin of a covered service
member are entitled to up to fourteen (14) weeks of additional leave during a single 12
Month Service member Period (for a total of 26 weeks if combined with other FMLA
LEAVE), to care for such Service Member who incurred a serious injury or illness in the
line of active duty in the Armed Forces. No more than 26 weeks of leave may be taken in
single 12 Month Service Member Period, and no additional extended leave may be taken
in other years for the same injury or iliness. If married spouses both work for the County,
their total Service Member Family Leave may be limited to an aggregate of 26 weeks.

INTERMITTENT OR REDUCED LEAVE

An employee may take leave intermittently (a feayslor hours at a time) or on a
reduced leave schedule. The employee may be required to transfer temporarily, within
the department if available, to a position with equivalent pay and benefits that better
accommodates recurring periods of leave. An emgaoyay not take intermittent leave
following the birth or placement of a child except at the discretion of the County.

USE OF PAID LEAVE

An employee will be required to use accrued paid leave (including sick leave, vacation,
compensat ory tcompensation)dor ampparko a family/medical leave.
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When an employee has used all of their accrued paid leave, the employee may request an
additional period of unpaid leave so that the total paid and unpaid leave provided equals
12 weeks (or 26 weeksdombined with Service member Family Leave time).

EMPLOYEE NOTICE REQUIREMENT

An employee must give 30 daysod6 notice in the
for FMLAO for should be completed by the emp
Medicd certification to support the leave request is required. In unexpected or

unforeseeable situations, an employee should provide as much notice as is practicable,

followed by the form. This notice must indicate that (1) the employee is unable to

perform thefunctions of the job or that a covered family member is unable to participate

in regular daily activities; (2) the anticipated duration of the absence; and (3) whether the
employee intends to visit a health care provider or is receiving continuing treatme

The Department Head may require medical certification to support a leave request.
When a certification is requested, the employee must return the completed medical
certification within a reasonable period of time (which the regulation state is 15 days
absent unusual circumstances). An employer may delay the taking of a scheduled
leave if the medical certification is not timely returned. In cases in which the
employee fails or refuses to return a certification at all without good cause, the leave
neednot be treated as authorized under the FMLA. A copy of the required
certification form shall be made available by the County and shall be compldtesl by
empl oyeeobsproideral t h car e

RETURN FROM LEAVE

Upon return from leave of absence for family ameldical reasons, an employee shall be

restored to his or her original or equivalent position with equal pay, benefits, and
applicable empl oyment ter ms. However, upon r
serious health condition, the Department Heag ma e q u i r-fr-dau tfiyfoi t ne s s
certification from t he-forednuptlyody ecee.r tTihfe craetqg uwinr e
be made avail able by the County and shall be
provider.

DENIAL OF RESTORATION

A Department Heéimay deny an otherwise eligible employee restoration of equivalent
position with equal pay, benefits, and applicable employment terms, if:

1. Such denial is necessary to prevent substantial and grievous ecamjargic
to the operations of th@éounty.

2. TheDepartment Head notifies the employee of the intent of the Ctunty

deny restoration on such basis at the time the County determines such injury
would occur;and
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3. In any case in which the leave has commenced, the employee elects not to
return to employmerafter receiving suchotice.

An eligible employee as described in this paragraph is a salaried eligible employee who is
among the highest paid ten (10) percent of the employees employed by the County.

REVOCATION OF LEAVE

Failure to provide the requilemedical certification or medical status reports or to

contact the employeeds supervisor, as may be
supervisor prior to commencement of | eave, s
leave of absence and for takingdplinary action.

BENEFITS

An employee granted leave under this policy will continue to be covered under the
Countyds group health insurance plan with th
been continuously employed during the leave period. Emelogatributions will be

required whether through payroll deduction or by direct payment to the County.

While an employee is on paid leave under this policy benefit accrual continues, but when

an employee is on unpaid status the accrual ceases.

Employees tht are granted leave under this policy cannot be required to do any work and
therefore will not be paid (other than accrued sick or vacation leave). Requiring or

suggesting that an employee work (even for pay) while on FMLA leave is a violation of

the Act.Other than minor tasks such as providing passwords or institutional knowledge

empl oyees arenét expected to perform any wor

HOLIDAYS

When a holiday falls during a week in which an employee is taking the full week of
FMLA leave, the entire week is counted as FMLA leave. However, when a holiday
falls during a week when an employee is taking less than the full week of FMLA
leave, the holiday is not counted as FMLA leave, unless the employee was scheduled
and expected to work on the hotlay and used FMLA leave for that day.

Approved by Commi ssionersd Court: October 13
Section 10.08 Approved by Commi ssionersd Cou
10.09 REQUEST FOR TEMPORARYREPLACEMENT

A temporary replacement may be requested by the department headhetemployee on

FMLA or Maternity Leave cannot be covered by other staff. This will require the
department to identify the source of funding to cover the position without benefits and at

no less than minimum Cameron County hourly wage. The Commissionef3o u r t mu s t

review and give the approval to the County Auditors to verify funding.

Section 10.09 Approved by Commi ssionerso Cou
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10.10 USING LEAVE IN COMBINATION
Unless an employee who is absent on sick leave requests leave without @ay, up

exhaustion of sick leave, he or she will automatically be a place on annual leave status until
annual leave is exhausted.

Sick leave cannot be used for vacation purposes when vacation leave is exhausted. With
the approval of andthenDepartmert Eldad, oteutypesrofMdaveor an
and holidays can be used in any combination if it is determined to be in the best interest of
the County and themployee.
10.11 HOLIDAYS
Prior to the start of t he fi scal Holdayar , t he
Schedule for that year. Holidays can be changed from year to year by vote of the
Commissioners Court.
The following days are generally observed as paid holidays for regular County employees:

T New Year s Day

1 Martin Luther King,Jr.

T Presi dagnt 6s D

1 Cesar Chavez Day

1 Good Friday

1 Memorial Day

1 Independenc®ay

1 Labor Day

T Vet e Dayn 6 s

1 ThanksgivingDay

1 Christmas
Subject to Commi ssionersd Court approval
In the event that a holiday falls on Saturday, County offices will be closed the preceding

Friday. When a holiday falls on Sunday, county offices will be closed the following
Monday.
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Employees whose regular day off falls on a holiday or who are required to work on a holiday will
be provided an alternate day off. Unused holiday leave accumaléedctober 1, 2022 must be
taken by end of each fiscal year (September 30) and shall not carryforward. Unused holiday leave
accumulated prior to October 1, 2022 must be used prior to the deadline of October 1, 2027. Unusec
holiday leave accumulated prito October 1, 2022 and not used by the deadline will be cancelled
after October 1, 2027.

Cancellation upon termination Unused holiday leave is cancelled upon separation from
employment without compensation to employee.

Official County holidaysocurringd ur i ng an empl oyeeds vacation
not be counted against leave use. A County employee who is paid out of a combination of

State and County funds is entitled to take the atmoeationed holidays only, and is not

entitled to tak State holidays, which are not offered by the County.

Approved by Commi ssi o66e2026 Court: September
10.12 LEAVE AND HOLIDAY RECORDS

In order to be given credit for leave, an employee must have leave time available as
evidenced by attendance and leesfeorts in his or her file.

10.13 FUNERAL LEAVE

Funerals. Up to three (3) consecutive calendar days absence with pay, chargeable against

sick leave/annual leave, shall be granted to a County employee following a death within

the Ai mmedi at e ih bhelow,Iprpvidéd thatsit stthle be ithe eudy of the
Department Head or the designated Department representative to determine that
application for such leaves is justified. Furthermore, it shall be within the discretion of the
Department Head or the desi¢gh department representative to limit such leave to any
amount | ess than three (3) days. Al mmedi at e
include only the following relations of the County employee: Father, mother, sister,

brother, wife, husbandnotherin-law, fatherin-law, son, daughter, san-law, daughter

inlaw, grandchildren, or grandparents, (of el

10.14 OTHERTIME

Work time lost by County employees due to official closings of County Officesedsons
such as bad weather or funeral services for County Officials, will be paid and charged to
AOt her Ti me. O

10.15 PAID QUARANTINE LEAVE FOR PEACE OFFICERS & DETENTION OFFICERS

Cameron Countyhall provide paid quarantine leave for peace offi@ard detertion
officers employed byCameron Countyf ordered to quarantinand or isolateby the
Cameron County Health Authority eemp | oy e e 6 sduedauappessilMei os kmawn
exposure to a communicable disease while on duty.
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Under this policy an eligible engyee is defined as:

"Detention officer" means an individual appointed or employe@aymeron County as a
detention officer or other individual responsible for the care and custody of individuals
incarcerated in a Cameron County jail or detention fgcilit

"Peace officer" means an individual described by Article 2.12, Code of Criminal
Procedure, who is elected for, employed by, or appointed by the county.

"Health authority" has the meaning assigned by Section 121.021, Health and Safety Code.

Eligible employees whaare ordered to quarantine and or isokate on paid quarantine
leaveandshall receive all employment benefits and compensation, including leave accrual,
retirement, and health benefits for the duration of the leave; and, if applicableheshall
reimbursed for reasonable costs related to the quarantine, including lodging, medical, and
transportationA request for reimbursement may be denied by Cameron County if deemed
unreasonable or unrelated to quarantine.

10.16 MENTAL HEALTH LEAVE FOR PEACE OFFCERS

Cameron County will provide mental health leave for persons elected, employed or
appointed as a peace officer in the Sheriff
Fire MarshalOffice who experience a traumatic event while on duty.

Under thispolicy, a traumatic event is defined as any action or experience which causes an
unusually strong emotional reaction or feelings which have the potential to interfere with
the ability to function during or after the incident which may be marked by a sénse
horror, helplessness, serious injury, threat of serious injury or death. Traumatic events may
include, but are not limited to the following:

1. Line of duty death or suicide of a colleague;

2. Officer(s) involved shooting of a person;

3. Death of a child redting from violence or neglect;

4. Major disasters which may include one or more casualties.

An eligible peace officer shall be allowed up to three (3) days or 25.8 hours of paid mental
health leave per traumatic event, subject to the following conditions:

1. The | eave is approved by the employeebs s
2. Ordered by a mental health professional.

The department shall keep requests for mental health leave and any medical information

related to mental health leave under this policyfidential to the extent allowed by law

and separate from the employeeds gener al per
of the parties directly involved with the handling of a request for mental health leave is
considered unauthorized and may beugids for disciplinary actiorConfidentiality may

be waived by the peace officer requesting mental health leave or by a person directly
involved with the handling of a request for mental health leave if the peace officer is a
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danger to themselves or otheand department personnel must confer with mental health
professionals. Cameron County cannot guarantee anonymity of information that is
ot herwise public or necessary to carry out t

Cameron County willnotreduceanl i gi bl e empl oyeeds sick | eave
or other paid leave balance for mental health leave taken under this policy.

Cameron County contracts an Employee Assistance Program, or EAP, for all employees
that may be a resource for any empky@volved in a traumatic event. Please contact the
Department of Human Resources for EAP program information.

National Suicide Prevention Lifeline at8D0-273 TALK (8255), or text the Crisis Text
Line (text HELLO to 741741)

Information for behaviordiealth facilities located in Cameron County can be found below.

Tropical Texas Behavioral Tropical Texas Behavioral Palms Behavioral
Health Health Health

861 Old Alice Rd. 103 N Loop 499 613 Victoria Ln.
Brownsville, TX 78520 Harlingen, TX 78550 Harlingen, TX 78550
Crisis phone: 872897199 Crisis phone: 872897199 956-365-2600

Main phone: 95647-5400 Main phone: 956646500
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11.00 HEALTH AND SAFETY
11.01 SAFETYPOLICY

It is the policy of Cameron County to make every effort to provide healthful and safe
working conditions for all of its employees.

11.02 EMPLOYEERESPONSIBLITIES

Employees are responsible for conducting their work activities in a manner that is
protective of their own health and safety, as well as that of other employees and public. An
accident, no matter how minor, must be reported immediatelyto anemeldys s uper vi so
who must complete a first report of injury or illness DM Gorm and submit it to the

Human Resources/Safety Risk Department no later2Zdroursafter the accident.

Approved by Commi ssionersd Court: February 2
11.03 EMPLOYEESUGGESTONS

Employees shall report immediately to their supervisors any conditions that, in their
judgment, threaten the health and safety of employees or visitors. Employees are
encouraged to make suggestions to their supervisors of improvements that wouldemake
County work place safer or more healthful.

11.04 ON-THE-JOBINJURIES

Insurance. The County provides Workerds Compensat
provides for certain benefits (e.g., medical costs and lost wage benefits) if an employee is

absent from wdk because of a bona fide-time-job injury for more than seven (7) days. A

bona fide orthe-job injury is defined as an injury arising out of or resulting from the
performance of job duties by an officer or employee of the County, which takes place
duringan activity which normally would be compensated bycthenty.

Compensation.If a County employee sustains a bona fidelosjob injury, which renders
him or her, unfit and unable to perform the
employee Wl be compensated as follows:

1. For up to seven days the County employee receives his or her regular pay for
that period with time charged against accrued sick leave or against future sick
leave benefits to bearned.

2. Beginning on the eighth day and faryadays thereafter that the said employee
receives payments from the insurance carrier in accordance with the Texas
Wo r k eompessatioaw, the saidemployeemay useup to twenty
(20) days earned sick leave or whatever vacation leave has been earned to
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provide compensation above the insurance payment (i.e-thivds of

empl oyee salary), but not to exceed an .
salary, or he or she may request unpaid leave of absence. For every day that an
employee elects to use coemsable leave (sick leave, vacation leave and
compensatory time), the Department Head will deduct the appropriate leave

category by on¢hird day.

3. Since said employee is unable and unfit to perform the duties of his or her job,
and thus, are not workingif the County, the said employee, to the extent and
for the time said employee is unfit and unable to work, will be compensated by
those benefits required by | aw and prov
The said employee will not be paid any typesopplement iraddition to such
benefits, including payments which, when added to such benefits, would exceed
the employeebds regular salary. However,
period that said employee is unfit for duty and unable to parguch duties),
the employee shall receive all other employee benefits, including insurance
coverage, to which he or she would be entitled had there been-the-joib
injury.

Medical Attention: A County employee who sustains a bona fidehajob injury

may seek medical attention from the medical facility or professasplescribed by

Wor ker 6s Compensation Al Il i anc®&e @auritymary Ca
requires periodic statements of medical condition, which may include completion of

the Work Capeity Form and a copy of a release to return to work (from the attending
physician).

Discharge:No county employee shall be discharged or otherwise discriminated against
because said employee has in good faith f
Compenation Law. However, this provision in no way precludes a discharge or
disciplinary action for another legitimate reason.

Reporting: The Department Head (i.e., the relevant elected official or appointed
departmental supervisor) may require that County eyegs on leave due to an-

thejob injury periodically contact a supervisor to report on his or her condition, the
frequency of such reports to be determined by the Department Head. The failure to
provide the required medical status reports or to cotitectupervisor othe required
schedule is grounds for revoking the leave and for taking discipi&cion.

RETURN TO WORK:
1. An employee of CamerdDounty who has sustain a bor&fon the job injury must
not be allowed to return to regular assignetieduunless release by the attending

physician.

2. An employee disability released to light duty must be placed to work in light duty
activity within the departmentand if that departmentcannotaccommodatehe
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employee will be placed in another departntbat can accommodate that status
for the specified time on light duty.
Approved by Commi ssionerso6 Court: August 1

11.05 DRUG AND CHEMICAL DEPENDANCYPOLICY

It is the intent of the County to eliminate the use, exchange or presence of illegal drugs
and toprevent the misuse of illegal drugs or chemicals, of any kind, in County offices,
facilities, and work sites. The purpose of this policy is to prevent harm to individuals,
damage to County property, and disruption of the veorkronment.

lllegal drugs & defined as any prescription drug obtained other than through a valid
prescription, as well as, the commonly known illegal drugs such as, but not limited to
marijuana, cocaine, amphetamines and heroin. Chemicals can be defined but not
limited to alcoholc beverages, neprescribed inhalants and any other chemical that
disrupts the ability of the employee to perform his/her work safely to avoid personal
injury or to others.

Drug Free Workplace

1. Employees are required to refrain from the unlawful use, faature,
procurement, distribution, sale, dispensing or possession of tliagzs.

2. Employees are required to refrain from the use of alcohol while on duty and for
a sufficient time prior to the performance of duty so that none of the effects of
the useof alcohol remains during jgieerformance.

3. Employees are required to refrain from the misuse of legal drugs while on duty
and for a sufficient time prior to the performance of duty so that none of the
effects of the misuse of legal drugs remains duribgg@rformance.

4. Employees are required to refrain from the misuse of chemical substances and
materials in the workplace which may result in physical or menfzdirment.

5. Drug Screening Policy Definition appro
March 11, 2003 (Se Cameron County Accident PreventiorPlan).

Personnel Actions

1 Within thirty (30) days after receiving notice from an employee of a conviction of
a drug of alcohol related criminal stature, supervisors and department heads shall
either take appropriate ®nnel action up to and including termination of that
employee or require that employee to participate and satisfactorily complete a drug
or alcohol abuse assistance or rehabilitation program approved by the County (EAP
T Employee Assistance Program) betTexas Department of Healdnd Mental
RetardationOnce an employeeis enrolledin a substance
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abuse rehabilitation program, he or she is protected from termination because of
substance abused, as long as the employee remains substance free.

2. Supervisos and department heads shall initiate appropriate personnel action after
review by the County Attorneyds Offic
criminal offense of any employee who is found to use, procure, manufacture,
distribute, sell, dispese or possess illegal drugs, or to use chemicals such as alcohol
or when its effects remain during jpkrformance.

Disciplinary action is not required for an employee who voluntarily identifies
himself/herself as a user of illegal drugs prior to beuhgntified through other
means and who obtains counseling and/or rehabilitation and thereafter refrains from
using illegal drugs in accordance with the provisions of this policy.

3. Supervisors and department heads shall not allow any employee to rematg on du
in a sensitive position such as law enforcement, medical, or safety related position,
if that employee is found to use, manufacture, distribute, procure, sell, dispense or
possess illegal drugs or its found to use alcohol when its effects will renraig du
job performance, unless that employee has successfully completed a rehabilitation
or counseling program. An employee that successfully completes a rehabilitation
or counseling program may be allowed to return to duty in a sensitive position, if it
is determined that this action would not pose a danger to public healifety.

4. Supervisors and department heads shall initiate personnel action to remove from
employment any employee who is known to use illegal drugs, or use alcohol when
its effects remia during job performance, and trehployee:

1 Refuses to obtain counseling or rehabilitation through a program approved
by the Countypr

1 Does not refrain from using illegal drugs or using alcohol when its effects
remain during job performance after hayirobtained counseling or
rehabilitation.

5. All medical evaluations and treatments shall remain confidential unless otherwise
specifically authorized in writing by themployee.

6. The determination that an employee is using illegal drugs or using alcoholta/hen
effects will remain during job performance may be made on the basis of direct
observation, or the results of a drug test. If drugs test results are positive, the
employee may rebut the results with other evidence that he/she has not used illegal
drugsor that the employee was not using alcohol when its effects would remain
during jobperformance.

County Programs and Department Responsibilities:
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1. The Human Resources/Safety Risk Management Department will develop and
implement a drugree awareness progm to inform all county employeebout:

1 the dangers of drug abuse in therkplace;
T the Countydés drpolicyyand al cohol abuse

1 drug and alcohol counseling and rehabilitation programs approved by the
county or t hat may be agreup healthl e t hr o
insuranceand

1 the range of personnel actions that may be imposed on employees for
violations of the Cowadyy6s drug and al

2. Any elected official or department heads whose department or office receives a
grant or administers @ontract financed directly by federal funds shall give a copy
of the Countyés drug and alcohol abuse p
performance of that grant oontract.

3. Any elected official or Department Head whose department or office receive
grant or administers a contract financed directly by federal funds shall notify that
appropriate federal government agency responsible for those funds of any
employee who is convicted of a criminal statue relating to illegal drugs for a
violation occuring in the workplace no later than ten (10) days aftamaiction.

Drug Testing

1 Any employee who is subjected to disciplinary action because that employee is
found to be in noncompliance with the Cou
voluntarily request that an appropriate drug test be performed. If that employee
requests a drug test, the County shall pay for the test. If alcohol use is suspected,
the test may be a breathalyzer, urinalysis, or blood test. If illegal drug use is
suspected, the muse done by a certified laboratory and may be an immunoassay
or a gas chromatographass spectrometer test, both of which are based on a urine
sample.

2. The County shall comply with all constitutional federal and state laws that
required employees to subntatdrug test, but will not extend mandatory drug
testing of County employees beyond the requirements of idngse

Adoption and Dissemination of Policy

This policy was adopted by the Cameron Count
1991. Thepolicyshalboe i ncor porated in to Section 11.)
Personnel Policies Manual, dealing with AHea

explained to all county employees. Each county employee shall be required to execute a
statement of receipt, keowledgement and understanding of plo&cy.
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12.00 PERFORMANCEEVALUATIONS
12.01 PURPOSE

The performance evaluation is designed to help the supervisor and employee measure how
well the employee is doing his or her job; to provide a tool for management decisions
regarding assignment, promotion and retention of employees; and to identify performance
problems that need to laeldressed.

12.02 PERFORMANCE EVALUATIONREPORT

Each Regul ar County e mpybeegvauatédsatleasi onke agearr f or ma
prior to the aniversary date of his or her employment or last promotion. An employee may

be evaluated more than once a year at the discretion of the Department Head. The
evaluation will be done on a form provided by the Human Resources Office. New
employees shall be evated at the completion of the six months of employment.

The empl oy e enaysconplate therperiorsnance evaluation reports and meets
with the employee in a setting that is private and free of distractions to explain and discuss
the evaluation. Téir supervisor will discuss with the employee any improvements in
performance which appear desirablenecessary.

Employees are expected to sign the performance evaluation report to acknowledge their
participation in evaluation process, and will receveopy of the complete form.

Employees who are dissatisfied with their evaluation should put their objections in writing

and submit copies of this statement to thei
superior, who wi I | r laint ane wetetmme whetmeprencegliad e 6 s ¢ ¢
action iswarranted.

A copy of the performance evaluation report, including any statements by the employee,
wi || be placed in the employeebs personnel f

Approved by Commi ssionersd6 Court: June 7, 20
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13.00 DISCIPLINE
13.01 REASONS FOR DISCIPLINARYACTION

Disciplinary action may be taken against an employee for various reasons, which include
but are not limited to the following examples:

1 Insubordination, i.e., willful disregard of a jalssignment;

1 Absence without approvddave, including failure to notify a supervisor
of sick leave and repeated tardiness or edepartures;

1 Endangering the safety of other persons through negligent or willful acts,
e.g., horseplay, reckless use of County vehicles or equipatent,

1 Unauthorized use or misuse of public funds or property, i.e., theft; misuse
of vehicles, equipment, etc.;

1 Conviction of &elony;
1 Conviction of official misconduct asppression;
1 Falsification of documents oecord,;

M Misuse or unauthorized disclosure of enfidential or official information not
otherwise available to persons outside the organizatior(10/13/2020)

Unauthorized or abusive use of official authority

Violation of on the job safetyules;

Violation of The CoRolicy;yds Sexual Har as
Violat i on of the CountydPolicsPr ug and Al cohc

Incompetence or neglect diity;

= = =/ =4 4 -2

Disruptive behavior which impairs the performance of others; e.g.,
fighting and sexual harassmeeits.;

=

Violation of the requirements of these persompuicies;
1 Job abandonment (defined as failure to report to work at the regularly

scheduled time for three (3) consecutive working days withoabnsent)
(2/23/2016)
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1 Other misconducts which may render an employee liable for disciplinary

action.
Approved by CooumFebraary@® 20i6s 6 C
Approved by Commi ssioners6 Court: October 13

13.02 PROGRESSIVE DISCIPLINE

To the greatest extent practical, the County uses the following progressive discipline
system. The County, however, is not obligated to use all of the siefined below.
Additionally, the County may begin the disciplinary process at any level, up to and
including discharge, based upon the severity of the infraction.

1 Verbal Warnings with records of each warning maintained by the
supervisor and filedinthemp | oyeed8le;per sonnel

1 Written Reprimands to the employee which the supervisor must, in all cases,
transmit through the Department Head t

1 Demotion;
1 Suspension from duty without pay for up to thirty (30) days;
1 Separation by involuntargismissal.

Except in the case of verbal warning, disciplinary action is accomplished or preceded by

written notice to the employee involved. A notice to an employee would include a
description of the reason for the action, and pkioethe case of dismissal states the likely
consequences of further unsatisfactory performance or conduct. Written notice of

di sciplinary action is al waffes included in th

Disciplinary action does not automatically or permalyedisqualify an employee from
consideration for future promotion, pay increases, commendations, or other beneficial
personnel actior(Discipline Form)

Approved by Commi ssionersd Court: February 1
13.03 SUSPENSIONNITH PAY.

If an employee is arrestddr a felony, prior to indictment, or if some other conduct or
behavior of an employee is brought to the attention of a Department Head, the Department
Head may suspend the employee with pay pending investigation (external or internal) of
such alleged conatt or behavior, until indictment or until other disciplinary action.
Provided that any suspension with pay must be reviewed and approved by the Civil
Division of Co mmi s s Caunmamd nzapnot be extendedbeyondtwo weeks
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without the consentoftheCam s si oner s6 Court. Further provi
or behavior of the employeeod must be of a

empl oyeebs ability to perform their |job.
Approved by Commi ssioners6 Court: May 24, 20
REVISED 09/06/202:
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14.00 SEPARATIONS
14.01 TYPES OFSEPARATIONS
All separations of employees are designed as one of the following types:
1 Resignation
1 Retirement
1 Reduction inForce
1 Elimination ofPosition
71 Dismissal
91 Disability
71 Death
Revised Separation form
Approved by Commi ssion20a 6 Court : February 1
14.02 RESIGNATION

An employee who intends to resign must notify his or her department head in writing at
least ten working days prior to the last day of work.

An employee wheoesignswithout sufficient notice is subject to having a written reprimand
placed in his or her file documenting this violation of personnel policies unless there is a
valid reason approved by the Department Head for not being able to give suffatieat

14.03 RETIREMENT

Employees who retire must submit their written retirementeadb the Department Head

and County Human Resources Department in time for an application to retire to be received

by the office of the Texas County and District Retirement System at least thirty

(30) days but not more than ninety (90) days prior to the datehich the retirement is to

become effective. The effective date specified in the application must be thayasthe

cal endar month and shal/l not be a date pre
employment with th€ounty.
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There is no mandatorgtirement age for employees of Cameron County, and employees
are encourage to remain in their respective positions, subject to the requirements of
pertinent policies for the performance for their respective duties.

14.04 REDUCTION INFORCE
An employee may beeparated for lack of work or funds.

In deciding who will be separated from their employment as a result of a reduction in force,
the County will consider, but is not limited to the following factors:

1. The employeeds | eRauntyy of service with the
2. theperformance record of eaeimployee,
3. a qualification of the employee for remainipgsitions.

14.05 ELIMINATION OF POSITION

An employee may be separated because of changes in duties or reorganization. The relative
necessity of each position to the organiatis considered when positions are considered
for elimination.

14.06 DISMISSAL

A new employee may be dismissed at any time during the initial six (6) month or the
extended probationary period when, in the judgment of the Department Head, the quality
and perfomance of his or her work does not merit continuation as a County employee.

An employee who has completed his or her initial probationary period may be dismissed
by the Department Head for various reasons, which include but are not limited to those
listedin Section 14.01. All employees remain subject to performance evaluations to be
conducted at least once a year.

There is no tenure or permanent lifetime employment or appointment with Cameron
County.

14.07 DISABILITY

If it is determined that an employee leadisability as defined by law, and that employee

can no longer perform the duties of his or her job, the County will make a reasonable effort
to accommodate such employee to the extent such an accommodation will not cause an
undue hardship on the Counliyreasonable accommodation is not possible, the employee
may be dismissed or reassigned, as is allowed by the state andléaderal

14.08 DEATH
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If a County employee dies, his or her estate receives all earned pay and any earned and
payable benefits.

14.09 EXIT INTERVIEWS AND RECORDS

Employee Separation Forms An Employee Separation Form must be filled out by the
supervisor or Department Head for each employee who is separated, noting the reason for
the separation. The Department Head shall keep a copy of tharfdrsubmit the original

to the payroll clerk and a copy to the Human Resource Department for further processing.

Payroll Attendance Worksheet.Information regarding employee separation must also be
reported to the Payroll Clerk of the Pay roll Attendawwerksheet and must reflect any
vacation and/or compme pending.

Exit Interview Form. Each supervisor separating an employee will fill out an employee
exit interview form to be submitted to the Human Resource/Safety Risk Offiee.
Human Resources Admmistrator/Designated Staff will discuss the separation in an
interview with the employee. The terminated employee wipick up final pay check at
the County Offceeasurer 6s

Approved by Commi ssionersd Court: January
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15.00 GRIEVANCES
15.01 POLICY

It is the policy of Cameron County, insofar as possible, to prevent the need for employee
grievances and to deal promptly with those which occur.

15.02 GROUNDS FORGRIEVANCE

Any difference or disagreement between the County and any employee who has completed
his or fer initial evaluation period involving the interpretation, application, or enforcement

of any of the provisions of this Handbook, except those involving involuntary dismissal,
shall constitute a grievance and must be taken up by the employee in the searorth

in the following sections. The grievance procedure providdtie following sections is

not available to the employee who has been involuntarily dismissed from employment by
the County or the employee who has not completed his or her initlab&wea period.

15.03 INFORMAL GRIEVANCE

The first step in the grievance procedure is for the employee to resolve the grievance by an
informal conference with his or her immediate supervisor within ten (10) working days
after the events upon which the grievanis based. If informal conference with the
supervisor does not result in a resolution of the problem(s) that is satisfactory to the
employee, he or she may file a formgakvance.

15.04 FORMAL GRIEVANCE

Formal grievance should be in writing, signed by theplegee, and presented to the

empl oyeebs Department Head within ten worKki
held. The employee should state what action he or she would like to see taken to resolve

the grievance.

Within five (5) working days after beg presented with a formal grievance, the Department
Head shall elect to either:

1. request a recommendation from the Advisory Grievance Committee appointed
by the Commi ssionersdéd Court, i n accor da
Section 15.05¢r

2. make adetermination of the grievance without requesting a recommendation
from the Advisory Grievance Committee
Court.
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If the Department Head elects to make a determination of the grievance without requesting
a recommendation fro the Advisory Grievance Committee appointed by the
Commi ssionerso6 Court, he or she shall

1. investigate and make a decision on the grievance within five (5) working days
from the date of his initial electioand

2. Communicate his decision in writing to teenployee within two (2) working
days after it isnade.

The manner of investigating the grievance shall be left to the discretion of the Department

Head, but shall i nvol ve, at a minimum, a r ey
other documents levant to the grievance, and a discussion with the employee and a
di scussion with the employeebds I mmediate suj

the grievance ibased.

In the case of elected Department Heads, the decision of the Department fesdlis

the case of Department Heads appointed by tF
Court, appeal s may be made to the Commi ssi
Department Heads appointed by a board may choose to recommend a method ob appeal t
thatboard.

15.05 ADVISORY GRIEVANCE COMMITTEEPROCEDURES

If a Department Head presented with a formal grievance elects to request a
recommendation from the Advisory Grievance Committee appointed by the
Commi ssionerso6 Court, t hehall&ahvenesa meefing @éd@thin evanc e
ten (10) working days after the Department Head requests a recommendation. The purpose

of the meeting shall be to uncover sufficient facts to allow the Advisory Grievance
Committee to determine whether the actions upon wttiehgrievance is based are in

violation of the County Personnel Policies as set forth in this manual. It is not an adversarial
proceeding.

Within five (5) working days after the meeting is adjourned, the Advisory Grievance
Committee shall transmit a weth letter to the Department Head stating one of the
following conclusions:

1. AAfter completing of an investigation
provisions of Section 15.05 of the Cameron County Personnel Policies Manual,
it is the opinion of the Adsory Grievance Committee appointed by the
Commi ssionersoé6 Court that the County Pe
Cameron County Personnel Policies Manual have been followed. It is therefore
our recommendation that darhe formal grie

2. AAfter completion of an investigation ¢
provisionsof Section15.05of the CameronCountyPersonnePolicies
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Manual, the Advisory Grievance Committee is not satisfied that the County
Personnel Policies as set forth tile Cameron County Personnel Policies
Manual have been followett.is therefore our recommendation tkfaé action
requested by the employee in the formal grievance be [granted] [modified as
follows: {recommended actionliea k en} ] . 0

After receipt of therecommendation from the Advisory Grievance Committee, the
Department Head shall:

1. investigate and make a decision on the grievance within five (5) working
days;
2. communicate his decision to the employee in writing within the two (2)

working days after its made.

The manner of investigating the grievance shall be left to the discretion of the Department
Head, but shall i nvolve, at a minimum, a r e\
other documents relevant to tipeevance.

In the case of eleaeDepartment Heads, the decision of the Department Head is final. In

the case of Department Heads appointed by the County Judge and/or the Commissioners
Court, appeal s may be made to the Commi ssi
Department Heads appo#at by a board may choose to recommend a method of appeal to
thatboard.
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16.00PERSONNELFILES
16.01 GENERAL

Personnel files are maintained by each Department Head or elected official. The record

copy of all personnel information related to an employee shalllie file n t he empl oy e

personnel file.

Most i nformation in an employeeds personnel

specific items is prohibited or not required by law. New employees will be asked to sign a
Disclosure Form, indicating whether not they wish to allow public access to their home

address and telephone number. No informat.

file will be communicated to any person or organization except by the Department Head,
the County Auditor, the Humdresources Administrator, or by an employee authorized to
do so by one of thegeersons.

An employee or his or her representative designated in writing may examine the

empl oyeebs personnel file upon request duri

Exceptions to this policy may be made when the records are relatgentbng or
reasonably expectditigation.

Employees are expected to inform their supervisors of any changes in or corrections to
information recorded in their individual personné¢ fsuch as home address, telephone
number, person to be notified in case of emergency, or other pertinent information.

16.02 PERSONNEL ACTIONFORM

The Personnel Action Form is the official document for recording and transmitting to the
personnel file each parsnel action. This form is used to promote uniformity in matters
affecting:

1 Positions Title and Classification (i.e., DemotiorPoomotion),

1 Annual Salary (i.e., Pay increase or decrease),

(O

n

T Ot her actions affectisepgion)he empl oyeeds

Each Personnel Action Form becomes a per mane

and a copy is given to the employee.
16.03 CONTENTS OF PERSONNEEILES

An empl oyeeds personnel file contains;

a

employment,aisgned copy of the empl oyeeds acknowl

Policies Handbook, Insurance Handbook, and Retirement System Handbook, the class
(job) description for the position he or she currently occupies, personnel action forms,
performance eaduation records, records of any citations for excellence or awards
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for good performance, records of leave accrued and taken, and any other pertinent
information having a bearing on the empl oyee

16.04 LEAVE RECORDS
Official records of annual leavend sick leave accrual and of leave usage will be kept for
each employee by the Department Head. Leave records are updated at the end of each

month. Leave balances are shown on the official record to reflect any remaining leave to
which an employee is erled.
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17.00COUNTY BUSINESSTRAVEL
17.01 GENERAL PROVISIONS
PURPOSE:

This policy is intended to establish appropriate requirements, limitations and guidelines for
county employee business travel. The specific purpose of this policy is to:

a) Establishappropriate use and limitations on use of public funds for travel required for
county employees

b) That travel expenses are legitimate and reasonable business travel

c) That employees are conscientious of their use of public funds for travel

d) Requireaccountability for usage of public funds by county employees and officials

AUTHORITY:

Upon adoption by Commissioners Court, the County Auditor shall implement, interpret and
enforce this Policy in accordance with Local Government Code 112.002, 15280042.007.

The Auditor shall issue, maintain and update any procedure, control and form needed to ensure
compliance with this Policy.

SCOPE:

This policy applies to all employees whose expenses are paid by public funds controlled by the
county or couty officials.

LOBBYING:

Commissioners Court (or its duly appointed designee) will present official county policy and the
bills and issues to Texas and the U.S. Legislature. No other county official, unless specifically
authorized, may expend public fismito communicate directly with any legislator or a member of
their staff in support or opposition to official county policy.

GENERAL PROVISIONS:

County officials and department heads are responsible for ensuring travel expenditures are valid
and apprpriate. It is recommended that officials consider sending individuals to and budgetary
restraints

INTERNATIONAL TRAVEL:

Must be mandatory or relevant to County business as may be determined by the section and
judgment. Individuals that are preapprovednecessary International Travel include the County
Judge, County Commissioners, County Administrator and Bridge Director. Any other designees
must be approved by Commissioners Court. A request for international travel BY OTHER
THAN PREAPPROVED INDIVIDUALS must be made with sufficient time in advance as to
allow full and fair consideration of the merits of the request by Commissioners Court. Public
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modes of transportation must be used by all International Travelers at all times.

All records for travel ath training using public funds are open to inspection under the Texas
Open Records Act, unless prohibited by law.

Employees should use good judgment and be conscientious of their use of public funds for travel.
Due diligence should be exercised in accasmahg county needs and business as a prudent

person would exercise if traveling for personal business. Excess costs, delays, luxury
accommodations and indirect routes do not exhibit prudent behavior.

Employees are personally liable for any disalloweplesse incurred that does not fall within the
parameters as established in this policy.

Reasonable accommodations needed under the American with Disabilities Act should be
coordinated with travel, transportation, lodging, meals and conference officrededesd to
comply with individual needs.

Any employee found to be submitting false travel claims is subject to disciplinary action.
Should any questions arise regarding this policy or in the event of any unusual circumstances, the
county officialordepr t ment head should seek the County

17.02 SPECIFIC GUIDELINES

1. All travel mug be approved bZourt (CCt). County employees, traveling i
County and In County on official County business, will be reimbursedufdr savel
upon submitting the appropriate travel expense forms
(http://co.cameron.tx.us/administration/county_auditor/index.php) and/or receipts to
the County Auditor. Travel advances will be given only if travel has been approved by
CCt before date of&awel and subject to budget. CCt approval agenda items should
include provision for those days necessary to travel to the meeting location with
allowable costs in compliance with Cameron County Travel Policy. Agenda items
submitted with travel costs in exsseof approved travel policy are subject to review by
County Auditor when employee requests travel advance or reimbursement. The
County adopts the State of Texas Comptroller of Public Accounts terminology and
definitions regarding the Cameron County TraRelicy.

2. When a conference registration, meeting or agenda is in the afternoon and allows for
same day travel, it is the intent of this policy to approve travel subject to these
parameters. For example, if a conference site is in Austin/San Antoniegisttation
is in the afternoon, departure time will be approved for same day. There should not be
a need for prior day travel which would necessitate an extra day of travel which would
incur additional costs.

3. All County travel approved by CCt is subjéotavailable budgetary appropriations. No
travel advance will be issued without available budget.

4, Requests for travel advance should be submitted no later than 7 days prior to actual trip
(if not sooner). Failure to plan accordingly may delay advameelticheck.
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5. Elected Officials, Department Heads/Directors, and County Employees who travel on
behalf of other agencies, or when other agencies provide for travel costs, County will
advance funds, if needed, for sponsor paid trips, however, the Depantorsrgubmit
the sponsor reimbursement request with Expense Claim Form. When reimbursement
from sponsor/other entity is expected, such statement must be included on the Agenda
Travel Form.

6. All travel expenditures must be encumbered prior to actual traezisure that
budgeted funds are available. If travel is for a seminar, conference, etc., a copy of the
pamphlet or brochure must be attached.

7. A purchase order must be obtained from the Purchasing Department for all registration
fees, if trip is cancé&d purchase order should be cancelled by the department.
Registration fees will be paid by the Accounts Payable Department upon submission of
a completed registration/enrollment form. Sufficient time must be allowed to process
the necessary paperwork amdpayment before the conference date.

8. No travel advance will be issued if a prior travel advance request remains outstanding
from the department. No travel advance can be issued if funds are not available in the
budget at the time the advance is reqeebsNo advances will be issued contingent
upon possible approval of budget amendment. Exceptions to this provision can only be
made upon approval by the County Auditor.

0. Travel for any purpose other than transporting prisoners and other related law
enforement activities must first be approved by the CCt. Complete details of trip and
expenses must be submitted to the CCt, along with the Agenda Travel Form. When
travel is for the purpose of required training and education, certificates of course
completionmust be completed and included with the Travel Expense Claim Form.

10. It shall be the responsibility of each elected/appointed official or department head to
utilize funds for official County business only. A County agent shall minimize the
amount of traveéxpenses paid or reimbursed by the County. The department or
agency shall ensure that each travel arrangement is the mestfeote considering
all relevant circumstances. These funds are budgeted for the purpose of allowing
elected/appointed official department heads and their employees to attend various
association meetings, training seminars, educational seminars, and required law
enforcement travel relating to prisoners and probationers.

17.03 LODGING

11.  Overnight lodging expenses will be rdaarsed on actual charges (itemized receipt
required), however, the cost should be reasonable for the city/location. Lodging costs
the day before the County business begins and the day after business ends is allowable
if travel reasonably requires more thame day.

a) Conference rates provided by conference organizer should be utilized if available. In
the event of overbooking, overflow/alternate sites of lodging rates should be
reasonable for that location.
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b) Travel expenses are allowed for county elecigudanted officials and county
employees. If spouse/dependent accompanies county official or employee, any
difference in lodging cost above the single rate must also be deducted. Other
expenses for additional travel will not be reimbursed.

c¢) Third partylodging sometimes includes additional service charges and fees to county
and is not recommended for usage.

Overnight lodging will not be reimbursed for travel within the foaunty area to

include: Cameron, Willacy, Hidalgo, and Starr Counties. Thepixeto the policy is

when an association seminar, hosted by a county department, is held at mentioned sites.
Overnight lodging and meal per diem will be allowed for the individuals involved with

the hosting of the seminar.

The County may not reimbursecounty employee for a lodging expense incurred at a
place that is not a commercial lodging establishment. Hotel expenses can only be claimed
for the actual cost of the room and receipts must be itemized. Incidental costs criteria are
addressed in Sectigf30

12, When driving from seminars held in San Antonio and points south that end no later
than 4:00 P.M., an ovemnight stay shoud not be necessary. Individuals attending
seminars ending at 1:00 P M. or earlier in Austin, Houston, or points south should be
able to drive home on same day. In cases of inclement weather discretion is
recommended to maintain personal safety. These situations will be evaluated on a
case by case basis by the traveler. Before embarking on a County=sponsored trip,
make sure that the vehicle being used is properly checked for safety equipment and
spare tres.

17.04 TRANSPORTATION

3. The county will rmmburse an:tua] expenses on travel b'y air, bus, and train at the

lowest possible rates. Tha 1 ]
?—dm advance notice whe:n trip mfcrnnatmn WaS av allab]e 7 davs t:r]or to trm el.

re1mburse travel bEEd upon a ?-:ht mzhanc;ed nonce mmld-u'm 11r1me ticket fare. No
Use of a private
ve:‘tucle fm' U‘avel outside the county for trips in excess of 800 miles will be
reimbursed at a rate not to exceed the total cost of round-trip coach airfare. (Prisoner
transport is exempf). Airfare quote shall be included with the agenda travel form from
the date the county employee was provided trip information.
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14. Cameron County has a credit card that can be used to acquire and pay for air fare
reservations, traming/conference registration fees and used to reserve lodging. In
order to access this card for any of these allowed uses, usage of this card must adhere
to this travel policy. Usage of this credit card requires comphance with Cameron

County Purthasmggﬁre it Card Policy and Procedures and Cameron County
ounty_Auditors Office.

Usage of f ameron County credit card is available through the Cameron County

Aunditor’s Office only and all users are required to contact the Auditors Office for

authorized access.

15 Out of Courty Travel — Mileage reimbursement for use of personal vehicle will be
based on IRS mileage reimbursement at time of occurrence. Reimbursement will be
based on the shortest route to and from their destination for Out of County travel. The
number of reimbursable miles traveled by an emplovee may be determined by point=
tospoint itemization. Pomntto-point mileage may be documented by an employee’s
vehicle odometer reading or by a readily available online mapping service. When
determining the reimbursable miles, the county will consider the route that provides
the shortest distance, the quickest drive time or the safest road conditions.

In County Travel =An employee using a private vehicle for transportation to conduct
official County business will be reimbursed at the current IRS mileage
reimbursement rate at time of travel. On a regular workday, mileage is calculated
from the employee’s place of work. If the employee is required to travel on a non-
work day, the mileage is calculated from the emplovee’s home.

Out of County Travel - Coordination of travel is required when two, three, or four
county emplovees employved by the same department travel on the same dates with
the same itinerary to conduct the same official county business. When coordination
of travel 15 required, reimbursement will ONLY be made to the driver of the
personally owned vehicle or leased vehicle. This provision does not prevent any
other passenger from recerving reimbursement for other eligible expenses incurred.
Coordination of travel 1s not required if the county official determines that
coordination is not feasible. Determinations should be made on a trip by trip basis
and must be provided in a written memo to the County Auditor’s office.

Employees who have a county vehicle assigned to them for their sole use should
use their county vehicle for trips of eight hours or less. A gasoline credit card will
be 1ssued for use with a County vehicle traveling out of the area. Other passengers
accompanying a county employee when ftraveling on county business while
utilizing a non=Ccounty vehicle shall be covered solelv by the auto owner’s auto
msurance and it shall be understood that the county assumes no risk for their
presence in that vehicle. All drivers of noneCounty owned vehicles should have
current and adequate auto nsurance.
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